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- HANAQEMENT TRAINING DIVISION

MISSION AND FUNCIIONS

Hisslons

The misslon of the Mamegement Iraining Division is to plan, develep,
coordinate, conduct, snd supervise Execubive, Adninietrative and Super-
visory Training Progrems for the purpose of clavifying snd advaneing
technigues of sound manspewent throuwshout I,

Fonetiongs

The Divislen is orgenizationslly divided inte the Executive, Admine
ietrative and Supervisory Yvaining Pranch, and the Clerical Training
Pranch, snd iz responsible for the following functiont

l. ZTdentifving, in cellaboration with ¢ffice heads, the regquive-
mente for treirdng progresg in roneperent and clericsl skills throuwhe
cut the Apency.

2. Develeping, throurh research and discussion, tralning pro~-
groge and wethods to meet gpeclfic remqudrements of the varicus Offices
and the general requivements of the Agency.

3. Tmplementing end administerins training progrems om a Gone
Ploning besin,

he Conducting periodic follow-up sessions to impert the lstest
thinkineg on effegtive monagewment technigues end to study the resulis
of eurvent tralning methods,

CURRENT ANU PROPCEED PROGRAMG

The Management ‘i’rﬂining Division, previcusly the General Training
Piwision, was yveovganized duving 1952, st which time the Reading Improve-
ment Pranch snd the UPG(A) Branch were transferred to the Intelligence
Training Divisicn and the Hxpoutive, Adeinistrative and Supervisory Traine
ing tranch was established to complenent the exlating Cleriecal Training
Branch.

ihe Execubive, Admindstrative and Bupewviscry Training Branch is in
the initlsl stame of development, with the Personnel Fealuation and the
Human Resouwrces Programs belng the firet endeavers in management Training,
The Branch will extend it activitien into olher phases of administrative
and exgoubive training ae competent Yraining Ufficer personncl cen be
secured and the program cun be implemented on an Agency-wide basis,
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The Sleriesl Traintug Brench is conducting refvesher progrors
in clerical skills, basic English, and Ceography, as well as conduate
ing basic orientation for oll new clerieal employess of CIAe This pro-
pran will develop further ss CIA offices indicate additionsl require-
menty which they consider basic to vell-rounded clerical employees.
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OFFICE OF THE CHIEF
Ao

Position No, U Th7 Praining 0fficer 0S8«1710-1%

The Chief, Management Training Division, wider the generel policy
direction of the Neputy Director of Training (Oeneral), plams; develope,
coordinates, conducts, and supervisecs the CTA Menegement and Clerical
Training Programs. In addition to planning respomsivilities, the admine.
istration of this progrem requires considerable research into and experi-
mentation with administyative and supervisery technlques in wae in Agency

rograms to determine neede for broad and specifie training programs,
and to %ev, relop general and specific trsining procedurds and methods to
accomplish progrém objectives.

e position requires a thorough knowledge of the prineiples and
techniques in the fields of training and monagement, and the ability to
develop programe to reet agency requiremente, relating governmental end
private experiences and practices when practical. While many of the train-
ing precedures and metheds used in other Federal agencies have been
applied with some minor variations, especially in the Clerical Training
Pregrawm, the supervisory and management courses, aimed st all superviscrs,
sdministrative officers, and executives, must Le developed in light of
CIA security requirements and must also be conditioned by CIA operations.

The Chief, Monagement Training Divielon mainteins contimuing contact
with top management officlals within CF& to explain the glms and objece

s - - o tives of the Divislon snd enlist. their cooperation in participating in .

SEEREES

Myvision treining programe. The success of the Division's mission depewds
on the ability of the Chief to sell to the operating heads the need for a
CIA management training program in terms of curvent and administrative
needs and the Careey Service  Program of the Agency.

This pesition io semewhat compavable teo that of Chief, School of
Managerent and Adminigtration, Forelgn Service Institute, Department of
State, currently claseified at G3-lh. The State Department position has
the responsibility for direeting the management, administrative and
clerical training programs for departwmental and foreign service employees,
establishing a regding improvement course, and for msintaining the indoo-
trination program for all new Btate Department employees, However, the
School of Managewent and Administration is responsible for a well estabe-
lished segmont of the State Department Tralning program, and the top
position is mostly concerncd with the review and revision of exisbing
training programs rather then the develomment of completely new programs
and courses to meet wncharted adwinistrative rveguirerents. The Chief
Manggemant Training Division, in addition to applying standard training
procedvres used by other government apencies and departments, must etudy
the many unigque facets of CIA adminiatrative management, l.e., security
personnel, fingnce, eto., and develop new programs to meet the training
neede of the conptantly changing CIA programe and operationg,
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In congide¥ation of the hipgh level lislsun contacts, the broad
training kidwleddes and management experience required, aml the tvaine
] ing problems presanted by the wnique mission of CIA, together with the

: comparison eited asbove, it iw recommended that the position be approved
one grade sbove the State Department position, US-1710-15,

y 038 - Seoretary (Stenography) 08-318~6

This pesition serves as Secrotary to the Chief, Manpgement Training
Division, lending secretarisl and administrative support to the Division
Chief's activities, Specific secretarisl and sdministrative duties
include telsphone conteets with high level administrative Agency person=
nel for the purpose of fulfilling specific reguests of the Chief; making
tentative appointmonts for the Chief; covmposing correspondsnce; estabe

- Mshing and maintaining Divieion files; obteining and presenting informa-
tiony and taking dictation as necessary. In addition, incumbent serves
ag & clerical training instructor in order to substitute for Clerical
Training Branch instrugtors during their sbsence, or to aspist with re-
fresher classes when schedules are incressed to take ¢ave of an inerease

in employees needing sueh training,

Thieg position, besed on the secreterial dubles perfoymed for the
Divisien Chief, is considered allocable te CS«6, The training tasks per
formed appear to be allocable to the (3«5 level, since there is present
only very limited responsibility for planning course materisl or schedw
uling, such as i found in (5«7 Iraining Instruetor positions, Therefore,
the seceretarizl duties beding grade controlling, the positien ie recome

- mended for allecation as Secxetary (Stenorraphyl, GS=318«6,

K
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EXEQUIIVE, ADMINISTRATIVE AND GUPERVISORY TRAINING BRANOH

Position o, U 592 Training Officer OS«1710<1l

This position serves as the Assistant Division Chief (asting for
the Chief in his sbsence) and Chief of the Executive, Administrative,
and Supervisory Training Branch, and is responsible for the line super-
vision of lower grade Training Officers in thelr respective areas of
training, thus permitting the Division Chief to devote more time to
internal Agenoy contact work necessary for establishing new training
programs and broadening curvent programa, The pesition is also coneti-
tuted to share in the planning and coordinating of selected programs, con-
ducting those at the highest levels of mensgement snd sdminigtration,

Based on the responsibility for serving as the “slter-ege” of the
Division Chief and for periicipating in the overesll planning snd opers-
tion of the Divisicn, the position is rvecomuended for clsselficastion as
Training Officer, GS=-1710«1k, SRR | -

Position Moo U 593 Training Officer O31710-13

This position is established as Training Officer respensible for the
vesearch, develepment, conduct and supervieion of Administrative Irain
Programs within CTA, This 18 2 unique training avea because of e PANZE
of agminietrative persommel involved and the diversity of problems enw
countered in the administrative activitdes of the Agency, This pesition
containg the full planning and development functions for the essigned
programs, which as proposed involve agency-wide contsots necessaxy in the
development of a sound adminietrative training progren to meet Agency
needs, ‘

SRR
R/

& scmewhat compavrable position ls the iveining Officer, Schoel of
Management and Administration, Department of State, G812, lThe State
Department position is responsible for Adminlstrative and Management tralne
ing for all forvelgn gervice personnel., lThe overt nature of forelgn service
operations of the State Department has permitied the development of broad
administrative ond mensgement policies, procedures, and vegulations which
appear to have lightensd the training problems of the State DNopartment pooi-
tion. However, in QIA this situation doos not prevall, ‘(herefove, the
varying administretive methods used by CIA must be studied, and Administra-
tive Officers and exeedbive peveonnel treined inm both general and spacific
techniques of administration and management as conditioned by CIA opere-
tlont,

The positien requives a broad knowledge and experience in the fieclds
of Training and Administrative Mansgement, and in addition, the ability
to plan and develop complete training programs and present them in a con-
vinging manner.
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The position 1o yecommonded mr allocstion as Training Officer,
G5«1710+13, baged on the full progrom responsibility vested in the posie
tion for damlapﬁ.ng sound adminisbrative training propvems that will
bast meet a wide varlety of atypicsl Federal agency administrative
requirements,.

Poaition ﬁﬂa U 52;_; Training afﬂwr %«1710«1?

This paaitim 1& respongivle for the davwlapmnﬁ, cenduot and supare
viaion of the Superviscry Training Programs designed to meet the needs
of Agency first line supervisors. Here again, the dubties include rescarch
into the unique problems encountered by CIA supervisors in thely sdmine
ietrative and perscnnel activities,

By external comparison it was found thet & similor position in the
State Department was in grade 08«1l and was responsible for conducting
training programs for all departmental ewmployees. Thus, upon initial come
parison the OIA position tends to be somewhat weskey ss to the level at
which contaots are made and complexity of training meterdsl devised.
However, in the OIA position, a8 in other Branch positicne, training
materials must be develeped i‘ma “gorateht to £4% peonlisy auparviwry
problems arising ss s result of uniugue agency operaticns, and sold to
supervisore who, in meny cases, have had only limited me}. mx;mw:ﬁmzy
experience.

An internel comparison of this positicn was made with that of the
position of Chief, Clericel Tvaining Branch, sllogated to 05«11 which has
responsibility for administrative and technical supervision over severdl
different eclerical training functions but whlch dees not require the same
level of programming, variety of contacts, the professionsl end academic
backpground needed for the planning, developing, and conducting of Agency
Sopervisory Tralning FProgrems,

the position is wecommended for classificationm st the (8-12 level
because: (1) the effeot of new prosrams and unique Agency oparations,

" coupled with the employment, at sll grade levels, of professional persone

nel having only limited prior Federal supervisory expevience, appears to
present a nurber of unique training proble #y - and Cﬂgﬂ‘khe relative com
plexity and difficulty of plenning or developing assigned training pro-
erams also appear higher than in the position of Chisf, Glevical Training
Branch,

Position Noe U 059 Clerk (Stencography) G8=301=5

This position serves as principal clerical and sbenographic assige
tant to the Training Officers of the Branch, furnishing such elerieal and
secretarial support as may be needed in the prepavation of tminmg DR
grams, Prinoipsl dutles eret (1) preparation of corrvespondence; (2
snewering telephonie and personal inquiries about the training activities
of the Divieion; snd (3) taking dictation, maintaining files, end typing
88 necesseYYy
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Ap the teaining programs of the Braach grow this position will
beosome morve end more vitel as a central infermation polnt, and to _
answer inquiries and perform various adminisbrative teske for the Branch
profesolonal personnel. a _

The projected duties of this position appear comparsble to other grade
GG=8 Clerk (Stenography) positions in the Offlce of Training, Accordingly,
it le r;eamn&ed that the position be allecsted am Glerk (Stencgrephy),
(53015, a
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 QUERTOAL TRATNING BRANGH
Position Ne, U 849 Training 0fficer (Clerical Fields),
o 05=-1711~11

. Thie position serves ss Chief, Clerical Training Branch, respensible
for planning, coordinating and implementing a training progran to meet
the clerieal training needs of CIA, The Branch i3 functienally divided
intos (1) the Cleriesl Induction Section, respimelble for the instruction
of employees awalting Becurity ciearancej (2) the Clerical Refresher
Seotion, responsible for administering refresher ccurses to on-duly per-
mmaa%;' and (3) the Cleriecal Orientation Section, respensible for the
baste orientation of all new Agenoy clerical perconnel.

fhe Pranch Uhief, while under the policy direction of the Division
Chief, is technicelly vesponsible for plamaing sud developing clerical
tyaining programs, In thie connection, a wmajor portien of the inowntent's
time will be spent in centacting operating office officlels to disouss
needs and determine if sweh needs can be fulfilked suceessfully in the
Clerieal Tyaining Branch, '

Although the program responsibilities for the agenoy clericsl iraine
ing programp can develop in direet proportion to the types and number of
requiremente plsced upen the Branch by operating Offices, the program
appears to be currently concentrating on the vefresher-iype of training
{shorthand, typing, correspondence procedures, sgency filing systems, gte. )
and a besic clericel orientation course. Vor administrative reasons,
these coursen have been ésteblished at two locations, requiring inter<
mediate supervigory pergonnel over each type of training at these loca-
tions. In view of the limited nature of these clerical trailning and
orientation courses, end consideving the additional admindstrative problers
involved in supervising training sctivitles at these locstlons, the Branch
Chief positlon appears to werrant allecaticn to the 05«11 level, and is
g0 recommended,

Position No, U 852 ;{raix';ing Officer (Clerieal Ficlds),
S 11&9

This pesilion serves as Chief, Clerlcal Induction Sectlon, under the
general supervislon of the Hranch Chief. The Sectlon is physleally
loosted at Yih ond D Styeets and is prisarily responsible for the instrue-
tion of employees awalting seeurity clearancese These employees are
tented wnd selected for additlonel clerical. training by the Office of Per-
gemnel, The twraining consists of courses in typing, shorthend, office
probocol, Poplish, eto. : ‘

The: supervision exercised faclor is strong in this pesition becansge:
(1) the physicael location affords a minimum of contacts with Branch Chief;
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{2} the vapid turnover of employees demande a flexible and ever shifting
progranm emphoglis) end (3) the contdmuing end dirset supervislion over
three grade (87 instructors and 1 Clarks Therefore, G08«1711-9 is vevome
mended on the basis of the relative fmedom from supervislen from above
pive responsibility vested in the position for directing the training
sotivities for all "Pool® persomnel,

Position No. Training Officer (Clerical Fields),
| * (Sw1T1La7

These positions are Training Officers with responsibility for plan-~
ning, diveoting, and scnducting courses in typing, shorthend, effive
protocol, English ussge, and other clerical skille, Federal instructor
positions in other sgencies gre sllocated to (85 and (9«7 depending on

 whether the ingtructors plen and develep acurss materisl or merely con~
duot clesees using previcusly established lesson plansy wte. As each of
these instructors is required to plan, develop, md conduel assigned
courses, the positioms ave recommemded for classifisetion to grede GSe
1717y

Position No. U 8z

Clerk (Btenogrephy) G8e3015

~ This posltion serves s Ulerk-Stenographer, performing clerical and
stenocgraphic tasks in the Slericsl Induction Beotion,; which inolude:
{1) maintaining records on wmtudents; (2) answering inguiries from students
and acting as vecepbloniaby (3) preparing reports dencting activities of
the seotlony (L) grading and recording tests administered by the Training
Officersy and (5) typing ond taliing diclation as required.

This pokttion s now graded at Of), but because ¢f the "@"&ﬁﬁéhy“ﬁf ’
toske performed independently or with a wminimum of supervision, it is
ma_enmgndeﬂ that the pomition be reclassified as Clerk (Stenogyaphy),
BR300,
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SLERTOAL REFRESHER SECTION

Training Officer (Clerical Fields),
(5=17119

THis position serves &8 Chief, Clerical Refresher Geotion, under
the geneval supervision of the Branch Chief. The Sectlion is physically
located in and is responsible for administeying refrveshelr
and intermediate slerical courses to on-duty empleyees, The Sectlion
Chief plans instructor sshedules, develops couree materials; supervises
lower grade training officers in preparing and conducting courses, and
85 necesoary, teaches vericus subjects. The course curricwlum is very
pimilar to that of the Clerical Inductlon Sectlon. :

In addition to the shove duties, incumbent is currently participating
in the clerical orientation program, delivering lectures end helding
eritiques, ‘ B L ‘

The subject position sppears comparable to position U852, Chief,
Oleyiosl Induction Seotion, except for the fact that supervisory workload
is somewhat lese in this position., However, since the program respon-
sibilities of these two positions appear to be of the same level of dife
fleulty and mmanaihﬁl&%‘i 1% is recommended that smubject position be

classified to grade O8«171il~-9,
Poaition Mo, U 853,03 Training Office (Gle‘riual Fielda),
e e GE-1TL1-7

The dutiss of this positicn arve identical to those of the Clerdcal
Instructors discussed in the Clerical Induction Seotlon, with the ewcep-
tion that students are assigned for specific perlods, which offers the
instructors an opportunity to develop and present fuller and more well-
founded covrses, sccordingly, the positicns ave recommended for olag-
sification to grade (8«1T711=7, :
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CLBRIOAL ORIENTATION SECTION

Position No, U 881 Training Officer (Clerical Flelds),
G5-1711-9

"~ This poeition is Chief of the Oleriecsl Orientation sea%em, with
yesponsibility for planning, developing, and conducting ordentetion and
btriefing courses for all clerleul personnel entering on dubty in CIA, The
program & conducted L daye per week, with esch session lasting two deys,
The schedule inclwles welcome and securlty briefing, crgenisation of the
U5 dovernment, Agzency filing aystemz and forws used, lecation of buildings
of CIA, eto, The sontent of these courses is very basie, since a con-
siderable amount of materisl must be covered in &' short period of time.

In addition to the shove duties, inewnbent spends & submbantial
portion of time as the Office of Training representative to the General
Services Office for the purpose of developing a training course in support
of the Records Hanagement Frogram. Specifically, the course ag proposed
will oconsied of leotures and seminawrs and will present to the Peoorde
Management Officers the essential technical administrative and supervisory
toole and techniques spplicsbls to the Pecords Management Programs The
substantive or conbent treining program will be developed end administered
by experienced Records Management Offivers within the Office of Genersl
Seyvices,

The position thus contelns two primipal sote of dutles as follows:
(1) sevving s Chief, Clerical Urientption Sectiony end (2).serving. es.
representative to US0 in furnishing staff training advice in csmmatian
with the establishment of 3 Hecords Management Training Course. As Chief,
flericsl Orientation Seotion, incunbent prosents lectures to all new
elerical personnel on such basle subjects as tulldings of CIA, office pro-
tocol, eto., and esupervises ono USwT performing similar duities, The
drientation program responsibilities do not appear to be on a par with
those of the 5.9, Chlef, Nerical Mefresher Course, Howevery due to the
inclusion of the responsibility for participating in the development of &
Resords Management Training Program, the position lo considered to justify
allecation as Training Officer (Clerical Flelds), G5-1711-9,

Position Wo, U 8550k Training Officer (Clerical Fields),
: Giwl71l=7

Thiz position is thet of Trainin: OflMicer responsible for developing
and delivering bvasie ordentatlion lectures to all new clerical personnel
entering on duty with (A, The Wpe of orlentation materiel developed snd
presented 1s not of o techniesl neture and dees not require en extensive
background in Agenoy operationsy However, to ereate a favorabls first
impression upon the new merbers of Cl4, the incumbent muat be pergonable,
and displey tact and Judgment in delivering lectures and holding eritiques,
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The second allocating fectolr, and probebly the more ilmportent from e
classification stendpoint, 18 the interchangebility of this positien
with the 08«7 Training Gffigers in the Branch, Since the position
requires the sikill, kmowledge and ability to develep ccurse materiels
end instruct varicus "oleyical sidll® classes, the position appears come
payable to the Jraining Officer (Clerical), U 853, and is recommended
for clasaification 88 Tyeining Gificer (Clericel Fields), GS-1711-7.

LU Clerk (Btenography) GS-301-5

This position lends the necessary clericsal support in the oporaticne
of the Clerical Refyesher and the Clericsl Oxdentation Sectione, A come
parable position is thet of Clerk (Stenography), U 5L, in thw Clericel
Induotion Section, Duties of both positions inoludeér (1) answering
peracnel end telephone inquiries per-training to franch setdvitiesy (2)
maintaining files and vecords on all studentsy (3) correcting and scoring

. tests; and (L) preparing veports on student progress and attendance,

In addition, inoumbent of this position conduste clsgees, for &
minor portion of time, in fandomentels of typifig and ghorbhend but doesn't
prepare couyse schedulen end materisls; therefore, it 18 vecommended that
the position be vetained as Clerk {Stencgraphy), (8=3015,
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